- HQCOHDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE DCRARIHR T e RS TARY OF :Tg;’gnv

o -

= INSTRUCT JONS: See Publication No. 76-'?M-1 for instructions on completing this fomi Forward signed original 0
Department of Archives and History, Records Management Dmslon 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. , : :

; FOR AGENCY USE 1. Agency Address , : FOR RECORDS MANAGEMENT use
! | Applicstion Date - | -Department of Education -’ Apglication Number q I
June 30, 1976 | Secondary School Programs Division
Amoication Number : Distributive Education Unit o o mcmzco 3:"3& :
Room 324, 12 Mitchell Street 5 ; Tp°“?__
63 . _Atlanta, Geo_r91a 30334 - - - .. BL -11976  PUL 16 1978
2. Person to Contact WOI'klﬂg Title . Telephona Number
William Brady, Jr. Assistant Supervisor 656-2541

3. Action Requested : -
8. { Estabisn Retention Schedule; record will continue to accumulate.
b. O Disposa of prasent accumulation; no further sccumulation antuctpated
‘¢, Amend Apghcanon No.—. .. .. . CheckOne: O Change; [ Supercede; O Void

4. Dates of Series 5. Records Serias Titls {followed by title used in off:ce if different)
Eartiest . Latest
1959 | To Date Distributive Education Program Financial Files
8. Dlvision'md' Office Function - What is the function of the Divisionﬁ and the Office in which’thi's record saries is:'&éateq} _

The Secondary School Programs Division provides 'leadersh1p and funding to the local
education agencies for developing, maintaining, and expanding programs in Secondary
Career and Vocational Education. : B

The Distributive Education Umt supervises the high schoo'! cooperatwe program in
marketing and distribution,

7. Record Series Demiption Th:s hle contams the fonowmg documents {include form numbers and titles, if any):
Attach samplas of the file,

Documents relating to:  Maintaining work and financial reports for documenting the financial
expend1tures and other functions of the Distributive Education program
' in the local schools.
Included are: Teacher's expense statements, quarterl y requisitions, student work
- reports (DE Form 615), teachers work reports (DE.Form 537), monthly
work report (DE Form 086) follow-up survey (DE Form 638), Program
of Work (DE Form 637), and Equipment Grants. L

i _F.ile_ is arranged: A1 phabet1 ca'H y by type of report and thereunder chronol ogicall y by date .
18. 'Monthlv Raeference Rate : How often are records referred to which are: —
One to six months old . i_.,f ——— Sevan to twelve months oid _._.i__.,. Thnrteen to twenty- four months old ] s
twenty- -five months and oider _JL.__“.. L
19, Annual Rate of Accumulgtion of Reeo?di T _ T
1 Letter-size drawers — Logalsize drawers e Shelves ; Qther (specify) o
- "- k) n N < \“\ | :
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YES | NO | 10. Ouest[gnn_ajr_l__wjl’la ce an X'’ in the proper column) -
X a. Is this the official copy of the series? . o
if not, whereisit? - _ . ‘ - : -
X b. Does the series contain confidentlal information requiring secuntv handling? If yes, clte law or regulation, ;,-1 ,

X c. |s this a vital record?

¥ 1 d. Does this series have historical or long term research value? _
¢. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
NA documents be scheduled separataly?
X1 f ls the information contained in this. ::m:muuh_uh_e.ﬂ_?_J_mMch copy,
) - 'o~ lgths inforcation contained in this series ever analvzed and/or recorded in a summanzed repon? e

- e - .y =

X1 1f ves. attach cooy, - UV SN s S T T 2t Sl - -
X h. Is there a duphcatlon of thls series in your offlce or in another office or agency? ;

i It ves. where? __in the local schools.
A | _i._iathis series for a maior portion of it reqularly microfilmed?
X 1 i Does the record series result in a comauter printout?

kd

11. Retention Requirements The following requires the series to be kept: S
s State Law ' years, d. Audit period im;‘yea‘r"_s_ f
b. Ststute of limitation @~ — .. .. . . _.vears e, Administrative need } 2 _y®ars.
¢. Federal law R .years. _ f. Federal retention instructions years. .

T : . . o i

.....

Attach copy or excert of laws of redulations. Explain administrative heed. ~

This series is maintained to provide state assistance for adm1n1ster1ng the Distributive .
Education program in the local school systems.
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12. Approved Dlspositinn lnttr’uctions Thls agencv recommends that the fale series bo cut off at the end of each S
' L Calendar Year; m Fiscal Year; O Other then, ;

- U -

ﬂ Hold in thc current fules area .. . . month(si __._Z_._. vear(s) than e L P
O Transfer to local holding area; hold —__ .year(s); then :

Q Transfer to State Records Canter; hold o ......_.._year(s); then

2 Destroy.

O Transfer to State Archives for permanent retantion.

O Other (Specify)
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-

. State Records Committed” (Signature) ©  Date
C I\ A - 1t 74

x ! Careass /‘4«5“\ N7~y 3-7&
Attorney General/Designee M@% 7—/ (- ?,(

| ﬁggng; Huf%ﬁ‘ ee: Ig‘n_d/z___n _. - Records Management Officer (Signature) Date
é‘\\% A /% 1&/- Wﬂ%& fgw?mjm (::/3517,9

| Recommendations in pefa-
graph 12 are spproved.

fif disapproved, attach letter
of explanation.)

AR—50-71; Rev. 76 T {Reveria swc) = —_



